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Common Web User Interface Symbols 

The following symbols appear throughout the e-Xpress application. The table below discusses their purpose and use: 





- collapse all 


Clicking on this symbol allows users to collapse all sections in a view. 


+ expand all 


Clicking on this symbol allows users to expand all sections in a view. 


▼ next 


Clicking on this symbol directs users to the next document. If the 
current document is already the last document, clicking this icon will 
have no effect. 


▲ previous 


Clicking on this symbol directs users to the previous document. If the 
current document is already the first document, clicking this icon will 
have no effect. 




This symbol controls sorting of a column. The user can toggle sorting 
between ascending and descending by clicking on this double-arrow 
icon. 


► 


Commonly referred to as a "twistie", this symbol indicates a 
categorized section, or a grouping of common documents. Clicking on 
the twistie will expand/collapse the section. 




Indicates a required field. The required field icon designates fields that 
must be completed before a form is submitted or processed. Leaving 
a required field blank will always prompt the user with an error 
message. 





Overview- e-Xpress 



E-Xpress is a web-based Lotus Notes document distribution service, developed to provide users with a secure environment for 
sending and receiving messages. The difference between E-Xpress and standard email packages is its advanced security 
model and it ability to control who its users can send messages to. 

The application's design is based on four user roles - Coordinator, Manager, Sender and Recipient. When the User logs on to 
e-Xpress, the application determines his/her role. That result determines the appearance of the user interface, and 
consequently, which system features the user will be able to access and utilize. 

E-Xpress uses a single Navigator, located along the top of the application window. The navigator is composed of multiple tabs, 
each tab containing a further subset of tabs. The User's role determines which tabs the user sees. 

A user who wishes to log in with two user roles, as a Manager and a Sender or as a Sender and a Recipient, cannot with a 
single user name and email address. User names and email addresses are unique in the system and can only represent one 
User Type. For a single user to act as Manager and Sender, the user must have to have two Person Documents on the system 
with two unique user names and email addresses. 

This document discusses each of the three roles in detail and all corresponding system features. This document assumes the 
reader has a basic understanding of PCs and Lotus Notes. 
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E-Xpress User Roles 



Coordinator Role 

An e-Xpress Coordinator has the highest level of access to the e-Xpress System. A Coordinator has alt the rights of a 
Manager, Sender and Recipient. As well, the Coordinator has the authority to manage the system's initial setup. This authority 
includes: 

1 . Installing the Lotus Notes-based e-Xpress database onto the appropriate server 

2. Adding system Managers) 

3. Creating the system Configuration Document 

4. Creating the system Surety Profile 

These four processes are discussed, in detail, in the e-Xpress Installation Manual. Refer to this document for additional details. 
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Manager Role 



The role of the manager consists of managing users and groups, and monitoring system activity. When a user togs in to e- 
Xpress as Manager, the navigator will contain five tabs: [Administration], [Users], [Groups], [Password] and [Help]: 

1. The [Administration] Tab: 




Requested Full Name Requested Email Address 

* Receiver 



* expand ali - coffapsa all 



a. previoui ▼ next 




arm *r-;- * 3f 



[activation log j 



[activation requests 



.assignsecipients 



I (system activity 



Manager Navigator in Notes 



The Administration Tab contains the following subset of tabs: 
[Activation Requests] 

This tab enables the Manager to activate a "Recipient Request" submitted by a Sender. Once activated, the User becomes 
an "active" e-Xpress User, meaning he/she can now utilize the system to the extent dictated by his/her role. 

[System Activity] 

This tab allows Managers to view all system activities by tracking use of the database. This tab provides the Manager with 
the date/time when the user first and last logged to the system. It does not track manager access to the database. 

[Activation Log] 

Managers can track user activation/deactivation in the Activation Log tab. The Log records information under three 
scenarios: 1 ) when a Manager creates a new User 2) when a Manager activates a recipient request or 3) when a Manager 
deactivates an existing User. 

[Assign Recipients] 

Managers have the ability to authorize a User to be used by a Sender. Authorizing a User controls whether a specified 
Sender can/cannot send messages to a specified User. 
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2. The [Users] Tab: 




► Manager 
^ Receiver 
^ Sender 



♦ expand «U - collapse ad A prevlooi ▼ next 




The [Users] Tab contains the following subset of tabs: 
[All Users] 

This tab allows Managers to view all current e-Xpress Users. As well, this tab contains a button, [Create User]. When a 
Manager creates a new User via this button, the newly created User will be have a status of "Active". Active Users are 
able to use e-Xpress, as dictated by their role. 

[Deactivated Users] 

This tab allows Managers to view all deactivated e-Xpress Users. Deactivated Users no longer have access to the e- 
Xpress system. 
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3. The [Groups] Tab: 





Group Name Description 

Accounting Distribution List For Accting. Team 
Marketing Distribution List For Mrkting Team 
The Maior Group Distribution List For Kay Info. 



Manager Navigator in Notes 





The Groups Tab contains the following subset of tabs: 
[View System Groups] 

This tab lists all Groups by name and description. It is possible to edit existing Groups in this view. As well, this tab 
contains the button, [Create Group]. By clicking on this button, the Manager can create a new Group. 

[Edit System Groups] 

This tab allows Managers add and/or remove Users from System Groups. Managers can also create a System Group 
from this tab. 

[Edit User Groups] 

This tab allows Managers to modify User Groups by adding and/or removing Users. Managers can also create a System 
Group from this tab. 

4. The [Password] Tab: 

This tab allows the Manager to change his/her password. 

5. The [Help] Tab: 

This tab allows the Manager with a means to communicate with the Coordinator and/or Technical Support. 
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Sender Role 



An e-Xpress Sender represents the type of user whose primary function is to send messages to other Senders and Recipients. 
When a user logs in to e-Xpress as a Sender, the navigator will contain five tabs: [Package Center], [All Recipients], [My 
Group], [Password] and [Help]. 



1. The [Package Center] Tab: 



5 e-Xpress 1.013 - Microsoft Internet Explorer ________ 



BSE 



: Wr"' : W 



lffi_ffiHH 



All Recipients My Group Password 



x press 




Date Sent * Subject -- From - 

• 01/26/99 Calendar Jean Reno/Development 



♦ expand all - collapse all 



L °q off I Bernadette Nann/Development - Sender 



|P owe r« d by IntraUnto. : ,._Py f '0 ht 10oau08 l"fr-U"*«. All Rights Reserved 



-k p rev tout ~r next 




The [Package Center] tab contains the following subset of tabs: 
[In] 

This tab displays messages and replies that have been sent to the Sender. As well, this tab contains the button, [Create e- 
Paks]. By clicking on this button, Senders can create and send e-Paks, or messages, to other Senders, Groups and pre- 
determined recipients. Senders can also use this button to compose and send notarized e-Paks. 



(Put] 



This tab displays messages and replies that have been sent by the Sender to other e-Xpress Users. Senders can also 
compose e-Paks from this tab. 
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2. The [All Recipients] Tab: 




FullName Email Address 

► All Users 

► The Major Group 

► "Deactivated Users 

► "Requested Users 



+ expand oil - collapse aU ^ previoui ▼ next 




This tab allows Senders to see ail Users that have been assigned to them by a Manager. Senders can also view Requested 
Users and Deactivated Users from this view. 

This tab contains the button, [Request Recipient]. Senders can request a new Recipient to the application. The Requested 
User is not active until a Manager activates it from the [Activation Requests] tab. 
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3. The [My Group] Tab: 




Package Center All Recipients P"?Q 



Password Help 



x press 



My Personal Group 




□'Add to Personal Group 

□ Remove from Personal Group 



to 9 off 1 Beinadette Nar in/Development - Sender 



Powtrtd by tntrjUnks. Copyright 1908-89 IntrjUnhs, Inc. AJI Rights Rtstivtd, 





Paul Bayse 


m 




RemyAsh 






Stuart Bierig 


if 



There are no users to choose from. 




Each Sender has a Personal Group; this Group is the Sender's "personal distribution list". In other words, when "My Personal 
Group" is selected when creating an e-Pak, all the users in the Group will become recipients of that Message. A Sender can 
add and remove recipients from their Personal Groups. 

4. The [Password] Tab: 

This tab allows the Sender to change his/her password. 



5. The [Help] Tab: 

This tab provides the Sender with a means to communicate with Technical Support. 



Lotus Notes interface 



Senders are offered a limited set of the e-Xpress functionality in Lotus Notes, 
navigator 



Namely, they are presented with the following 



// ©secure 



access log 



The access log is a unique view that permits the sender to see who has opened his 
sent packages. It also lists the recipients who haven't opened the package. 



The user requests view lists all the requested recipients that the current sender has 
made. It also provides him with the option of submitting a new recipient request. 



Recipient Role 

An e-Xpress Recipient represents the type of user whose primary function is to receive Messages and reply to received 
messages from other e-Xpress Users. When a user logs in to e-Xpress as a Recipient, the navigator will contain three tabs: 
[Package Center], [Password] and [Help], NOTE: A Recipient cannot initiate a dialog with another Recipient. 

1. The [Package Center] Tab: 




Date Sent * Subject * From ^ 

02/16/99 Followup Question Jean Reno/Development 

02/11/99 Initiation sent bv Jean Reno/Development Jean Reno/Development 

i 01/25/99 Calendar Jean Reno/Development 

01/25/99 Initiation sent bv Dollv Parton/Developm... Dolly Parton/Development 

01/21/99 Initiation sent b v Jean Reno/Development Jean Reno/Development 



Messaging 



+ expand all - collapse all 



a. previous ▼ next 



Logoff | i-jciene Sixous/De^lopr*ent - Recipient 




The [Package Center] tab contains the following subset of tabs: 
[In] 

This tab displays messages and replies that have been sent to the Recipient. 
[Out] 

This tab displays replies that have been sent by the Recipient to other e-Xpress users. 

2. The [Password] Tab: 

This tab allows the Recipient to change his/her password. 



3. The [Help] Tab: 

This tab allows the Recipient with a means to communicate with Technical Support. 
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Summary Snapshot - System Features 

The following table summarizes the functionality of each user role: 









fiiiilil 


Creating a New e^pre^ 


•:. -?^m '<m 


■ * : - , ''■ v!~ : !' : " 




Requesting A New Recipient 








: Activating User Requests 


s.y'':M 






Removing User Requests 








Editing Active User Information: 


■ ■■/■/<: u 


•••A 




Viewing System Activity 








Viewing Users 


.. u- ■ .' '.. 




lK-:"llfilSlB:^- 


Viewing Activation Log 








' Deactivating Users 






^r..::-f-: ft'- ' ' 


Creating System Groups 








Modifying System Group Descriptions 




v:a.:> 




Adding/Removing Users From System 
Groups 








Deleting System Groups 






:i --: ! :>r . 

™ r -- 


Updating Personal Groups 








Editing Personal Groups 








Assigning Recipients 








Removing Recipients 




£■/•=•;. v: 




Composing A Message 








Viewing A Message 








Replying To Messages 


- : " -::."=::- : 







Senders can only see their assigned recipients. 

2 

Senders can only modify their own personal group. 



Details - System Features 



Creating A New e-Xpress User (Web & Notes) 

Overview: 

Managers have the ability to add new Users to the e-Xpress system. When creating a new User, the Manager can specify 
the new User as a Manager, Sender or Recipient. Managers create new Users by completing the "Create User' form. This 
form creates a unique Person Document for the new User. Once completed, the User is automatically activated, requiring 
no additional processing. 

Instructions: 

1 . On the navigation tab, click on the [Users] Tab. 

2. Click on the [Create User] button. This will open an empty Person Document in a new window. 

3. The system will automatically generate a non-editable password. The password will be at least five characters long 
with at least one numeric character. 

4. The "User Role" Field defaults to "Sender." This field value can be changed to Manager or Recipient. 

5. Fill in the required fields (indicated by the small red checkmarks) and all other fields, as needed. 

6. When finished, click on the [Save User] button. Click [OK] when asked to confirm. 

7. The window will close. 

4 ===== ^aaa :============» 

Requesting A New Recipient (Web & Notes) 

Overview: 

Unlike Managers, Senders do not have the ability to automatically add new Users to the e-Xpress system. However, they 
can request a new User be added to the system. This is accomplished by filling out a "Request Recipient" form. Once the 
request has been completed and submitted, only a Manager can approve or deny the request. As well, once the document 
is submitted, it is no longer editable by the Sender. 

Instructions: 

1 . Click on the [Request Recipient] button. This will open an empty Person Document in a new window, as shown below: 
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0 New Person 






131=1 E 


1111 








V ..„..1U: ^..^i^tlj,^ '.j,,.. & 




2. Fill in the required fields (indicated by the small red checkmarks). 

3. When finished: 

• Web: click on the [Submit Request] button. Click [OK] when asked to confirm. 

• Notes: click on the [Save and Close] button. Click [OK] when asked to confirm. 



m^m WARNING: If the email address is not unique (e.g., another e-Xpress User has that same address) you will be 
fjfl prompted with the warning: "A user with this email address currently exists for this service. Please enter a unique 
Email Address". 



Activating User Requests (Web & Notes) 

Overview: 

Once reviewed, a Manager can approve a submitted "Request Recipient" form by activating the Request. By doing so, the 
requested User becomes an active User of e-Xpress. 

Instructions: 

1 . Click on the [Administration] tab. 

2. Click on the [Activation Requests] tab. 

3. Select the User Person Document you would like to activate. 

4. Click (double click in Notes) on the User Person Document to open it. 

5. Scroll down to the field, "User Role". 

6. Indicate, using the drop down box, the type of User this person will be, if different from that indicated by the Sender. 

7. Click on the button [Activate User] to activate this person. 

8. Click [Close]. 
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Removing User Requests (Web & Notes) 



Overview: 

Once reviewed, a Manager can deny a submitted "Request Recipienf form by removing the Request. By doing so, the 
requested User does not become an active User of e-Xpress. 

Instructions for the Web: 

1 . Click on the [Administration] tab. 

2. Click on the [Activation Requests] tab. 

3. Click on the User request you would like to remove. 

4. There will be three buttons on the upper right portion of the document: [Close], [Activate User] and [Remove User]. 

5. Click on the button [Remove User] to deactivate this person. 

6. Click [Close]. 

Instructions for Notes: 

1 . Click on the [Administration] tab. 

2. Click on the [Activation Requests] tab. 

3. Select the User request you would like to remove and delete it by pressing the delete key. 

Editing User Information (Web & Notes) 

Overview: 

It may be necessary, at times, to modify the User information contained in an e-Xpress Person Document. For example, 
an e-Xpress User might marry or move to a new address. Managers have the ability to update User Person Documents to 
ensure they contain the most current and accurate information. 

Instructions: 

1 . Click on the [Users] tab. 

2. Click on the [All Users] tab. 

3. Find the User you would like to edit. The User names are categorized into sections, according to role. Click on the 
twistie to expand the sections or use the "Expand All/Collapse Air options at the bottom of the screen. 

4. Click (or double-click in Notes) on the User Person document to open it. 

5. There will be two buttons on the upper right portion of the document: [Close] and [Edit]. 

6. Click on the button, [Edit]. This will make the Person Document editable. 

7. Make the necessary changes and click [Save]. 

8. Click [Close]. 



Viewing System Activity (Web & Notes) 

Overview: 
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Whenever a Sender or Receiver logs onto the e-Xpress system, this information is captured by e-Xpress in the System 
Activity tab. This tab allows Managers to see the first time a user logged in and the last time that user has logged in. There 
are only three fields on the Activity document: User Name, First Logged On, Last Logged On. The Last Logged On field is 
updated every time the user logs onto the E-Xpress system. 



Instructions: 

1 . Click on [Administration]. 

2. Click on [System Activity]. The User names are categorized into sections, according to role. Click on the twistie to 
expand the sections or use the "Expand All/Collapse Air options at the bottom of the screen. 



Viewing Users (Web & Notes) 

Overview: 

All Senders and Managers have the ability to view current e-Xpress Users' Person Documents. However, there are two 
differences between how Senders and Managers view this information. First, the information is viewed via different tabs. 
Second, only Managers can edit the User information; Senders have read-only access to this information. 



Instructions: 

Managers: 

1 . Click on [Users]. 

2. Click on [All Users]. Only active Users are listed in this view. The User names are categorized into sections, 
according to role. Click on the twistie to expand the sections or use the "Expand All/Collapse Air options at the 
bottom of the screen. 

3. Click on [Deactivated Users] to view deactivated Users. 
Senders: 

1 . Click on [All Recipients]. 

2. The User names are categorized into sections, according to status. Click on the twistie to expand the sections or use 
the "Expand All/Collapse All" options at the bottom of the screen. 

3. Click on the Person Document to view its contents. The document cannot be edited. 



Viewing Activation Log (Web & Notes) 

Overview: 

When a Manager 1 ) activates a Person document submitted by a Sender, 2) creates A New e-Xpress User or 3) de- 
activates a User, an Activation Log Entry is created. 



Below are definitions of the fields on the Activation Log: 







Entry Date & Time 


The date that the Manager activated/deactivated the User in E-Xpress. 


User Name 


The . name ; of the activated/deactivated User 


Processed 


"No", "Yes", or "Error". When the Activation Log Entry document is created, 
the Processed field is set to "No" so that the Activation Log knows which 
documents need to be processed. If an Activation Log Entry is processed 
successfully, then the Processed field is set to "Yes". If it is processed and 
there were errors, then the Processed field is set to "Error". In this case, the 
Manager will need to contact the System Administrator. 


Action .-rM 


"Activate" or "Deactivate" : . ■ 
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Password Notification 



When users are activated, the Manager is responsible for notifying the users 
of their new User Name and Initial Password. However, if a user is already 
accessing an E-Xpress service through another Managing Agent on the same 
host server, then they already have their User Name and Password. The 
Activation Log Entry document, when processed, will tell the Manager if the 
new user will need to be notified or not. 



Instructions: 

1 . Click on [Administration]. 

2. Click on [Activation Log]. The User names are categorized into sections by date. 

Deactivating Users (Web & Notes) 

Overview: 

Just as Managers have the ability to add new Users to the e-Xpress system, they also have the authority to remove current 
Users from the system. This process is called Deactivation. Deactivating a User removes all of his/her current system 
privileges and access rights. Once a User has been deactivated, he/she cannot be reactivated. To reactivate a 
deactivated User, a new Person Document must be created. 

Instructions: 

1 . Click on the [Users] tab. 

2. Click on the [All Users] tab. 

3. Find the Activated User you would like deactivate. The User names are categorized into sections, according to role. 
Click on the twistie to expand the sections or use the "Expand All/Collapse All" options at the bottom of the screen. 

4. Click (or double-click in Notes) on the User Person Document to open it. 

5. There will be two buttons on the upper right portion of the document: [Close] and [Edit]. 

6. Click on the button, [Edit]. This will make the Person document editable. 

7. Click on [Deactivate]. 

8. You will see the following warning: "Are you sure want to deactivate this user? This user will no longer have access to 
the system". Click [OK] to proceed. 

9. Click [Close] to be redirected to the [All Users] tab. 

10. Click on the [Deactivated Users] tab. The person you just deactivated will appear in this view. If you open this 
individual's Person document, it will be non-editable. 



Creating System Groups (Web & Notes) 

Overview: 

A Group is a collection of Senders and Recipients. E-Paks can be sent to a group. When this happens, any individuals 
that are members of that Group will receive the message. Since Managers do not receive messages, they cannot be 
members of any Group. 

Instructions: 

1 . In the navigation bar, click on [Groups]. Click on the button [Create Group]. 

2. Enter a unique Group name and click [Save Group]. If you do not enter a unique name, you will be prompted with the 
warning: "This group name already exists for this service. Please enter a unique group name." 

3. Enter a description of your choice. Click on [Save Group]. 
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4. To view your new Group, click on the [View System Groups]. The group you just created is listed in this view (you may 
need to refresh the screen to see your group appear). 



Modifying System Group Descriptions (Web & Notes) 

Overview: 

Managers have the ability to change System Group Descriptions after they have been created. 
Instructions: 

1 . In the navigation bar, click on [Groups]. Click on [View System Groups]. 

2. Select the Group you would like to modify. Click on the Group name. 

3. Click (or double-click in Notes) on the [Edit] button. 

4. Enter a new description, of your choice. Click on [Save] to save your changes. 



Adding/Removing Users from A System Group (Web & Notes) 

Overview: 

As discussed earlier, Groups are analogous to email distribution lists; Senders can send messages to Groups. Therefore, 
it is essential for Managers to be able to control membership to the Groups. Managers have the ability to add and remove 
Users from System Groups. 

Instructions for the web: 

Adding Users: 

1 . Click on [Groups] in the navigation panel and click on [Edit System Groups]. 

2. Select the group you would like to add Users to from the drop down box, as shown below: 




Administration Users 



Password Help 



x press 



View System Groups i Edit System Groups 1 Edit User Groups 



Test Group @ 



FullName Email Address 

w All Users 

□ Bernadette Narirt/Development BemadetteNarin@Development 

□ Helena Sixous/Develonment HeleneSixous@Development 
G Jean Reno/Development JeanReno@Development 

♦ expand aft - collapse ail 



a. previous ▼ next 
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3. Place a check in the box to the left of the user you would like to add to that Group. Click on the [Add] button. 

4. To verify that this procedure worked, click on the [View System Groups] tab and click on the Group. The Group should 
now contain the User you just added (you may need to refresh the screen to see your group appear). 

Removing Users: 

. 1 . To remove a User from a Group, click on [Groups] in the navigation panel and click on [Edit System Groups]. 

2. Select the group you would like to remove a User from in the drop down box, as shown in the image above. 

3. Place a check in the box to the left of the user you would like to add to that Group. Click on the [Remove] button. 

4. To verify that this procedure worked, click on the [View System Groups] tab and click on the group. The group should 
no longer contain the User you just removed (you may need to refresh the screen to see your group appear). 

Instructions for Notes: 

1 . Click on [Groups] in the navigation panel and click on [Edit System Groups]. 

2. Select the users you would like to add or remove from a group by clicking in the column left of their name. 

3. Click on [Add Users to Group] or [Remove Users from Group] 

4. Select which group you would like to add the users to or remove the users from 

5. Click on [OK] 



Deleting System Groups (Web & Notes) 

Overview: 

In addition to controlling Group membership, Managers also have the ability to delete Groups. This is a useful feature 
when Groups become obsolete and outdated. 



Instructions for the web: 

1 . Click on [Groups] in the navigator. Click on [View System Groups]. 

2. Click on the group you would like to delete. Once the group document is opened, click on [Edit]. 

3. Before you can delete a Group, you must first remove all its users. If the Group stili has members when you attempt to 
delete it, you will be prompted with the following message: "You must remove all users from this group before deleting 
the group. The Group cannot be deleted at this time". 

4. Click on [Delete]. You will see the following warning: "Are you sure you want to delete this group?" 

5. Click on [OK]. 

6. You will see a message confirming the deletion of the group. 



instructions for Notes: 

1 . Click on [Groups] in the navigator. Click on [View System Groups]. 

2. Select the group to delete and press the delete key on your keyboard. If the Group still has members when you 
attempt to delete it, you will be prompted with the following message: "You must remove all users from this group 
before deleting the group. The Group cannot be deleted at this time". 



Updating Personal Groups (Web) 

Overview: 
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Every sender is allowed to have his/her own Personal Group. A Personal Group is much like a System Group. However, 
unlike System Groups, Personal Groups are used exclusively by the Sender. Senders can easily add and remove 
individuals from their Personal Group. As well, Managers can edit Senders' Personal Groups. 

Instructions: 

Senders: 

1 . Click on [My Group] in the navigation bar. 

2. Click on the checkbox on the left of "Add to Personal Group" and indicate the desired recipient. 

3. Click on [Update My Group]. 

4. You will see the name you added and its e-mail address at the bottom of the document. The name will also appear in 
the box next to "Remove from Personal Group." 

5. To remove a recipient from your Personal Group, Click on the checkbox on the left of "Remove from Personal Group" 
and select the appropriate User name. 

6. Click on [Update My Group]. 
Managers on the web: 

1 . Click on [Groups] in the navigation bar. 

2. Click on [Edit User Groups]. 

3. Click on the User whose Group you would like to update. 

4. Click on the checkbox on the left of "Add to Personal Group" and select the desired recipient. 

5. Click on [Update Group]. 

6. You will see the name you added and its e-mail address at the bottom of the document. The name will also appear in 
the box next to "Remove from Personal Group." 

7. To remove a recipient from a User Group, click on the checkbox on the left of "Remove from Personal Group" and 
select the desired recipient. 

8. Click on [Update Group]. 
Managers using Notes: 

1 . Click on [Groups] in the navigation bar. 

2. Click on [Edit User Groups]. 

3. Double-click on the User whose Group you would like to update. 

4. Click on the [Add user] or [Remove User] buttons and select the users you wish to add or remove. 

5. Click on [OK] and click on the [save and close] button. 



Assigning Recipients (Web & Notes) 

Overview: 

Managers can control messaging capabilities via the system's ability to assign recipients. Assigning a recipient to a 
Sender allows that Sender to send e-Paks to that specified recipient. The recipient can then reply to that Sender. If a 
recipient is NOT assigned to a Sender, the Sender will be unable to send message to that individual, unless he/she is a 
member of a Group. 

Instructions: 

1 . Click on the [Administration] tab in the navigation pane and then click on [Assign Recipients], 

2. Click (double-click in Notes) on a Person Document of the sender would like to assign a recipient to. 

3. Mark the checkbox on the left of "Add Recipient" and select the recipient you would like to assign. 

4. Click on [Update]. This will save and update the current document. The user's name and e-mail address are now 
listed at the bottom of the document, (you will need to re-open this window to see the changes in Notes) 
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NOTE: When a Manager assigns a recipient that new recipient receives an active notification email, informing 
them of their new assignment and to whom they are assigned as a recipient. 



Removing Assigned Recipients (Web & Notes) 

Overview: 

Just as a Manager can assign recipients, a Manager also has the ability to de-assign Recipients. De-assigning a recipient 
prevents a User from sending an e-Pak to that particular Receiver. 

Instructions: 

1 . Click on the [Administration] tab in the navigation pane and then click on [Assign Recipients]. 

2. Click (double click in Notes) on the Person Document who "owns" the recipient. 

3. Mark the checkbox on the left of "Remove Recipient" and select the recipient you would like to remove as a recipient. 

4. Click on [Update]. This will save and update the current document. 

5. The user's name and e-mail address are no longer listed at the bottom of the document, 
jp NOTE: De-Assigning Recipients will automatically: 

• Delete the initiation message sent to the User when they were assigned as a recipient 

• Delete any messages on the Sender's [In] tab received from the former recipient 

• Removes the User from the sender's Personal Group 
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Composing A Message (Web) 

Overview: 

Senders can compose e-Xpress messages, which are also known as e-Paks. The e-Pak can be sent to select individuals 
or Groups. The e-Pak form is shown below: 




Definitions of all the fields on the e-Paks document are as follows: 







: ; Title^ 


Required Rielfe The suty^t; 

Recipients. >s ' _ ... • ] ; >i 1 


Recipients 


The Recipients field is divided into two parts: Groups and Individual Users. 
The Sender is able to select groups and/or individual users as recipients of 
the message. If the user selects "No Groups" in the Groups part, and "No 
Individual Users" in the Individual Users part, then only the Sender can see 
the document. 


"Notify; Recipients via emair 


This option, by default, is checked on. When sending a message, the 
Render has the option toichoose to send (e g;; 
{active notification) to the selected recipients. ; 
fol lowing message: "You have a new document waiting for lyou on E : Xpiress. 
;Email notification will be sent when the document is saved;" / 


e-Pak expires after 5 days 


This option, by default, is checked on. This option stamps an expiration day 
on a sent e-Pak. Once the 5 days have elapsed, the message is 
automatically removed from the recipient's e-Pak mailbox. 
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Notarize: Pac^agf i K . ^ Jf 


Slhl's pptigriliby g 
i|like;M[5en^ 


Description 


Body of the message. 




1 l - Used to create! File; Attachments! • ; \^rm§mmi^mwM W^mmEt ■ • . • 



Instructions: 

1 . Click on [Package Center] in the navigator. Click on the button [Create e-Paks]. This will open a blank e-Pak. 

2. By default, the following boxes are checked on: 

• "e-Pak expires after 5 days" 

• "Send notice to selected recipients via email" 

3. Enter a subject for the message 

4. Enter the necessary text in the body of the message. 

5. Select the desired recipient(s). A recipient can be an individual name(s) or a Group(s). 

6. If needed, attach a file by clicking on the [Browse) button. 

7. Click on [Send]. 




WARNING: If you leave the box, "Send notice to selected recipients via email" checked, you will see the following 
warning when you send the e-Paks: "An e-mail notification will be sent to all the recipients selected. Do you wish 
to continue?" Press [OK]. 



Composing A Notarized Message (Web) 

Overview: 

The E-Xpress system enables Senders to notarize e-Pak file attachments. Notarization is A Sender's assurance that the 
file is valid and accurate. It is analogous to electronically signing an email message. Composing a Notarized message is 
virtually identical to the process of composing a normal e-Paks message. However, to notarize the message, the Sender 
must check on the box, "Notarize Package". 



Instructions: 

1. Click on [Package Center] in the navigator. Click on the button [Create E-Paks]. This will open a blank message 
document. 

2. Select the option "Notarize Package". 

3. In the "Group" recipient list, specify the desired Groups recipients. In the "Individual" recipient list, specify the desired 
individual recipients. 

4. Enter a title for your e-Paks. 

5. Enter text, if necessary, in the body of the message. 

6. Attach the file using the [Browse] button. This file will be automatically notarized. 

7. Click [Send]. 

"SI NOTE: If the sender leaves the box, "Send notice to selected recipients via email" checked on, he/she will see the 

Ulil following warning when you send the e-Paks: "An e-mail notification will be sent to all the recipients selected. Do you 
wish to continue?" Press [OK]. 



Viewing Received Messages (Web) 

Overview: 
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When a sender creates and sends an e-Pak, the recipient(s) can view their messages in e-Xpress. 
Instructions: 

1 . Click on [Package Center] in the navigator. Click on the [In] tab. 

2. Your new messages will be listed on this tab and can be sorted. 



Viewing Notarized Messages (Web) 

Overview: 

When a sender creates and sends a Notarized e-Pak, the recipient(s) can view the message in e-Xpress. Notarized 
messages can be identified by a small traffic light, located to the left of the subject field in the view. When a recipient 
opens a Notarized message, he/she can view message, as well as the Digital Notary Certificate (DNC) and the 
Authentication Certificate. 

When a Sender notarizes an attachment, e-Xpress "seals" the file attachment's contents at that precise moment, making it 
impossible to alter without detection. A unique certificate, the DNC, is created, which stores encoded information about the 
file. 

The recipient can also view the Notarized file's authentication, which verifies that the file has not been tampered with. The 
Authentication displays the date and time when the attached file was most recently modified. 



Instructions: 

1 . Click on the [Package Center] link in the navigator. Click on [In]. 

2. Notarized messages appear with a traffic light to the left of its name. 

3. Scroll down to the bottom of the message and click [View Certificate] to view the DNC. 

4. Close the window. 

5. Click on [Authenticate]. A window should open that displays the date and time when the attached file was most 
recently modified. 

6. Close the window. 

7. Click on [Close]. You will be back in the [In] view. 



Replying To Received Messages (Web) 

Overview: 

Senders and Recipients are able to respond to messages. Composing a reply is virtually identical to composing a regular 
e-Pak. However, unlike an e-Pak, the composer cannot change the recipient name. As well, replies cannot include 
notarized file attachments. 



Instructions: 

1 . Click on [In] tab and click on the message you would like to reply to. This will open the document. 

2. Click on the [Reply] button. This will open a new Reply document. 

3. The "Send To" field will non-editable. 

4. The subject of the new reply is automatically set to "Re: (title of original message). 

5. Write a message is the main body of the message and press on [Send]. 
NOTE: e-Xpress replies are automatically deleted after 5 days. 
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Viewing Sent Messages (Web) 



Overview: 



E-Xpress allows Users to view messages that they have sent. It is analogous to an electronic audit trail, allowing Users to 
review and edit messages they have sent. 



Instructions: 

1 . Click on the [Package Center] tab in the navigator. Click on [Out]. 

2. You will see a list of sent messages. To sort the list, click on the small triangle to the left of any column. Clicking on 
each of the three triangles will switch from an ascending sort to a descending sort order. 

3. If you have sent a Notarized message, it will appear in this view with a small traffic light to its left. 

4. Once you open a document, you can return to the [Out] tab by clicking on [Close]. 

Editing a Sent Message (Web) 

Overview: 

E-Xpress allows Users to edit messages they have sent This eliminates the need to re-send old messages when 
documents require modification. 



Instructions: 

1 . Click on the [Package Center] tab in the navigator. Click on [Out]. 

2. Click on the message that requires editing. Click on the [Edit] button. The message is now editable. 

3. Make the changes to the message and click [Save.] 

4. Click [Close]. This will redirect you to the main [Out] tab. 

Deleting A Sent Message (Web) 

Overview: 

E-Xpress allows Senders to delete messages they have sent. Deleting a sent message will not only remove the message 
from the Sender's [Out] tab, it will remove the message from the [In] tab of all recipients of the message. 

Instructions: 

1 . Click on the [Package Center] tab in the navigator. Click on [Out]. 

2. Click on your message you would like to delete. Click on the [Edit] button. 

3. Click on the [Delete] button. You will be prompted with a warning: "Are you sure you want to delete this document?" 
Click [OK]. 

4. You will see a new screen that says: The message has been deleted." This screen will contain a link to the [Out] tab. 
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Sending ©secure messages (Notes) 

Overview: 

The ©secure service enables users to send and receive secure messages via e-Xpress through their Lotus Notes mailbox. 

@secure messages can only be sent to users who have been registered in e-Xpress. Once users are registered in e-Xpress, 
both their Lotus Notes name (see below) and their e-mail address can be used to send secure messages. For example, 
consider the following e-Xpress user: 

Lotus Notes Name: Jean Reno/Development 
E-mail Address: JeanReno@development.com 

A secure message can be sent to this user by using either one of the following addresses: 

Jean Reno/Development@secure 
JeanReno@developmentcom@secure 

Instructions: 

1 . Go into your Lotus Notes Mailbox. Click on the [New Memo] button or go to the [Create] menu and select [Memo]. 

2. Compose your memo as you would normally do. 

3. In the To, CC t or BCC field, append the characters ©secure to the name of the recipients (or their e-mail address) you 
wish to send this message securely to. 

4. Send the memo. 

The following snapshot illustrates how the ©secure tag can be added to the recipients of your memo. 




26 



